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Section 4.1 OPTIONS MENU
Hours Entry and Hours By Coding Block Entry

Purpose

This section describes the purpose of the Hours Entry and Hours By CB
(Coding Block) Entry under the Options Menu.

Tabs

None

Reminders

1.

The Hours Entry or Hours By CB Entry option is selected through the
Options item from the menu bar. A timekeeper or employee may select
how they want to add, update or delete time information reported on a daily
or pay period summary basis by selecting one of these options:

m Hours Entry is used primarily for employees using the standard
distribution and displays hours worked and/or used for each day of the pay
period.

m Hours by CB Entry is used primarily for employees reporting hours for
a particular coding block element and displays hours worked for specific
projects and grants.

Once an option is selected, a check mark will be displayed by the option.
When time is entered through the Data Collection or Employee Data
Collection windows, the selected option screen will be displayed for entry
of time (see Section 6).

Summary Entry is no longer available with the implementation of the
Human Resource Management Network (HRMN).

References

No Specific References
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Main Menu

The following window is displayed to select the entry option on how to enter time.
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Hours Entry

The following window is displayed in Data Collection or Employee Data Collection when the
Hours Entry option is selected.
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Hours Entry by Coding Block

The following window is displayed in Data Collection or Employee Data Collection when the
Hours by CB entry is selected.
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